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LOGIN TO DMHRSI AND CLICK 

ON LCA MANAGER ROLE
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UNDER THE WORK STRUCTURES 

> ORGANIZATION CATEGORY 

CLICK ON “DESCRIPTION”
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ONCE THE FIND ORGANIZATION 

WINDOW POP-UP, TYPE THE 

NAME OF THE ORGANIZATION 

(OR A PORTION OF THE NAME)

PRESS THE TAB KEY
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IF TYPED PORTION OF THE 

NAME THE ORGANIZATIONS 

NAMES WINDOW WILL POP-UP. 

SELECT THE APPROPRIATE 

ORGANIZATION.

AFTER FINDING THE DESIRED 

ORGANIZATION TO UPDATE 

SELECT IT AND CLICK ON “OK”
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IN THE ORGANIZATION SCREEN 

HIGHLIGHT THE “HR 

ORGANIZATION” CATEGORY AND 

CLICK ON “OTHERS”
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THE “ADDITIONAL 

ORGANIZATION INFORMATION” 

WINDOW WILL DISPLAY. 

SELECT “TIME MANAGEMENT 

INFO” AND CLICK “OK”
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THE TIME MANAGEMENT INFO 

WINDOW WILL DISPLAY. 

CLICK ON THE TIME 

MANAGEMENT INFO FIELD TO 

POPULATE APPROVER’S NAME.

(If a portion of the name is typed after 

pressing the TAB Key the system will 

populate the rest) 

TYPE THE NEW TIMECARD APPROVER NAME AND PRESS THE 

TAB KEY. THE SYSTEM WILL POPULATE THE INFO. AFTER 

FINDING THE NEW TIMECARD APPROVER CLICK ON “OK”
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CLOSE THE “ADDITIONAL 

ORGANIZATION INFORMATION” 

WINDOW
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ON THE ORGANIZATION SCREEN 

REMEMBER TO SAVE YOUR 

WORK
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